
 

Sharing a Personal Calendar in Outlook 2013 

 

1.  
To share your calendar, navigate to Calendar in Outlook. Click on the “Share Calendar” icon in 

the ribbon. 

 

2.  
In the Share Invitation screen, select the  “To…” button.  



3.  
Select the individual(s) you would like to Share your Calendar with, then Click OK. 

 

4.  
You can select which details you would like to share. A description is available that describes 

what each one does. When you have finished crafting your invite, Click Send.  

 



5.  
Select Yes to send the invitation. 

 

6.  
This message shows the progress of the invitation. When it disappears, the invitation has been 

sent. 

 

7.  
You may want to adjust the permissions the user has to your Calendar. To do so, select 

“Calendar Permissions.” It is always a good idea to review these after you have sent an invite for 

someone to share your calendar.  



8.  
Select the user you sent the invite to. Adjust the Permission Level as you see fit. You can also 

create a custom Permission Level by using the check boxes and radial options. 

 

9.  
This is a view of the invite that gets sent to the invitee. They will need to click “Open the 

Calendar” to get access to your calendar.  



10.  
This shows a view of multiple Calendars appearing in the Outlook 2013 client. Note the boxes 

that are checked in the folder pane (left.) You can select or deselect these Calendars as you see 

fit. In this example, Zach is able to see his personal Calendar as well as the Calendar he was 

given Share permissions. 



11.  
Here is Zach’s view if he wants to see only the shared Calendar. Note the selected boxes in the 

folder pane (left.)  



12.  
If you would like to revoke sharing your Calendar with someone, simply select their name from 

the Calendar Permissions screen and hit the “Remove” button. You can also change their 

Permission Level as you see fit. 


